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MEMORANDUM FOR: Executive Officer, DD/S&T 

Chief, Administrative Staff, DD/I 
Special Support Assistant to the DD/S 
Executive Officer, DD/S 


SUBJECT 


REFERENCES 


: Special Approval and Justification for Requisitioning 
Safes and File Equipment 

: (a) Memo dtd 1 July 71 for DD/S fr Ex. Dir. -Com pt., 
subj: Records Storage Control Policy 

(b) Memo dtd 6 July 71 for Deputy Directors fr Ex. 

Dir.-Compt., subj: Records Storage Control Policy 


25X1 


25X1 


1 . References (a) and (b) reflect the recent policy decision to establish 

Directorate space allocations for records storage deposits hi our storage 
facility | | An Integral part of this policy is the need to establish 

stringent controls over the Issuance of safes and filing equipment to Headquarters 
components. 

2. I have designated the Chief, Support Services Staff, to serve as my 
approving officer on all requisitions for safes and file equipment per paragraph 
1 at Reference (a). To expedite requisitions for this equipment, addressees 
should forward their requests and justifications to the Office of Logistics, 
through Chief, Support Services Staff, for review and approval. As stated in 
paragraph 2 of Reference (b), component justifications should be reviewed at 
the Directorate Executive Officer or comparable senior officer level, prior to 
their being forwarded to Chief, Support Services Staff. 

(signed) John W. Coffey 

John W. Coffey 
Deputy Director 
for Support 


2 Atts 

Refs (a) and (b) 

cc: Chief, Support Services Staff 1 - D °/ s Chrono / 

Director of Logistics 1 - DD/S Subject 

EO-DD/S:CND/ms (13 Aug 71) Note: Ref (a) is DD/S 71-2369 

Distribution: r Ref (b) is Dp/JJ 71-2368 
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1 - Ea Other Adse, w/Atts 
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MEMORANDUM FOR: Mr. Watties 

VIA: | ^ 1 STAT 

To close the "loop" in our new records storage 
control policy, this word should get out to 
Logistics and the Senior Admin Officer# in each 
directorate. 


Attached is draft memorandum for your con- 
sideration. Copies of references A and B should 
be attached to all addressees of this memorandum. 


/ rht* SHeO* ** 
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form no. 

1 AUG 54 


I A I REPLACES FOttw — TTPTT 
WHICH MAY BE USED. 


STAT 


(DATE) 


STAT 
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MEMORANDUM FOR: ^Director of Logistics 


S*/' fl 


STAT 


INFORMATION 


S^ior^-Admin-^^ ^aek-^^i^ctjpgcate 3«f r 


SUBJECT 


Special Approval and Justification for 
Requisitioning Safes and File Equipment 


REFERENCE 


STAT 


STAT 


A. Memorandum to Deputy Directors frm 

T Executive Director-Comptroller dtd 6 July 71 
(ER 71-3488) Subject: Records Storage Con- 
trol Policy 

B. Memorandum to Deputy Director for Support 
frm Executive Director-Comptroller dtd 

1 July 71 (ER 71-3488/2) Subject: Records 
Storage Control Policy 


1. References A and B reflect the recent policy decision to 
establish directorate space allocations for records storage deposits 


in our storage facility 


An integral part of this policy 


is the need to establish stringent controls over the issuance of safes 
and filing equipment to headquarters components. 

2. I have designated the Chief, Support Services Staff to serve 

as my approving officer on all requisitions for safes and file equipment 

6 

per paragraph 1 of reference To expedite requisitions for this equip- 


ment addressees should forward their requests and justifications 

ft> 0^o ( i & F 

th ^th r o\ i rh Chief, Support Services Staff for review and approval 
b e£a^ , ^-e^e&ting^ogi. : sties action . As stated in paragraph 2 of 
reference A, component justifications should be reviewed at the Direc- 
torate Executive Officer or comparable senior officer level, prior to 
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their being forwarded to Chief, Support Services Staff. 


John W. Coffey 
Deputy Director 
for Support 
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